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25X1

25X1 | | 1 comteet you about the possibility
of & Shelf-Filing System for your Office. I understand thet you
have & f1ling space problew,

He yece 1eted | |shelf- 25X1
25X1 Filing Bysten As you know the sain advantage of
‘ Shelf-Filing i the use of spacs above the aversge filing cabinet
that is normally wested. Our experiepce | | 25X1
atellaticons has shown & 50% floor spece savings for equipment while
inereasing £iling cepscity about 20%.

To enable us %0 4o some sdvanes planning will you sond we
the following information at your eerliilest conveniance.

1. Volume of records on hend by type, l.e. Adninlstrative

25X1

provife voluses in lineer Teet (exsmple one L-Zraver
gafe equals 8 linear feet.)

2e Sive of Pile foldera - letter or laml.

3. Fusber of pieces of filing equipment by type.

L, A floor plan of your vault apece, to scale, showing pro-
Jections, doorways, electrical ocutlets, heat vemts, loca-
tion of overheed lighting, and celling height.

Upon receipt of this ixmformstion I will review and advise you
of my propogals vhich will irnclule o 1ist of uwaterial needed. After
your approval we will have the necegsary equipment ordered Ly
Headguarters snd new Cile Tolders prepured. We will also assist
with the instellstion and econverslon to the new systes when the
agquipnent arrives.

Eincerely,

25X1
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